	Modern Apprentice

FURTHER PARTICULARS



	THE JOB

	Location:
	Various

	Academic Faculty/ Support Services Division:
	Various

	 Staff Category/ Grade:
	Apprentice Staff
	Salary Range:
	£9,000 per annum, plus college fees paid for

	Hours of Work:
	4 days per week (1 day per week for college release)/ 5 days per week during term time
	Work Pattern:
	9-5pm (7 working hours per day, 1 hour unpaid lunch break)

	Contract Type:
	1 year ftc (training).  If successful completion of first year and NVQ Business and Administration in year 1, will proceed to second year to work and study NVQ level 3

	Main Job Purpose and Objectives:

	To assist in the smooth running of the Office, with general office duties such as filing, photocopying, answering the telephone and faxing. To support other members of the team when needed.



	Accountabilities and Tasks:

	Please note that the specific content of the job description is subject to variation dependant on the needs of the department.  This is intended to give a flavor of what a Modern Apprentice (Administrative) at the University of Bristol can expect to do.

General Office Duties:

Taking messages

Keeping notice boards tidy, displaying new notices as directed

Packing literature into envelopes

Using email

Maintaining office supplies

Filing

Photocopying

Receiving visitors

Copy Typing

Answering the phone

Inputting data into database

Arranging meetings/ catering

Post:

Collection and distribution of post

Franking of outgoing post

Fax Machine:

Send and receive faxes

The postholder may also be involved in other activities which we believe will help them achieve their career goals, and we are keen that this Apprenticeship provides a foundation from which to achieve this.


	Further Background Information:

	

	RELATIONSHIPS AND CONTACTS

	Line Manager:
	Administration Manager

	Line Manager to:
	

	Other Internal Contacts:

	Staff and students from the department where you work and other departments who visit or telephone the Administration Office.



	External Contacts:

	Receiving telephone messages from outside Institutions.







	Organisational Chart: 

	





	THE PERSON 

	The skills, abilities, experience and knowledge outlined below provide a summary of what is required to carry out this job effectively. They also form the selection criteria on which the decision on who to appoint will be made. Please ensure that you show how you meet the criteria outlined below in your application. 

	Qualifications, Skills and Knowledge

	Essential
	Desirable

	Experience in the use of Microsoft Office, and emailing.

Good English grammar and spelling abilities. 

Able to manage time effectively

Able to solve problems 

Able to work alone and get things done


	Experience with Databases and Spreadsheets.

GCSE A-C grades ( including English Language).



	Communication and Interpersonal Skills

	Essential
	Desirable

	Good telephone manner

Able to work effectively as part of a team 

Hardworking 

To demonstrate a good attitude, positive outlook and to be helpful to others


	

	Relevant Experience

	Essential
	Desirable

	No previous experience is necessary as training will be provided.


	Experience of working in an office 

	Additional Criteria

	Essential
	Desirable

	To be responsible, stable and committed to see the qualification through 


	

	APPLICATION PROCESS

	If you have received an application pack, please complete and return the enclosed application form in the envelope provided. 

Alternately, you can complete the form on line or download a copy from our web site at www.bristol.ac.uk/vacancies  To access the form simply enter the vacancy reference number in the search facility.

Please ensure that you quote the reference number .

The closing date for applications is 9.00am on 



	SELECTION PROCESS

	It is expected that interviews will be held in 





















































